“Approved For Release d 003! 1 IA DP81-00: PERO00" 00730023-5 3. 


» Procedures — 


. ‘ OY ‘| QS y 


Bla et ne err esas neers en ris 


fae iA-RDP81-00728R000100130023-5 
Baba tw s 


abe 


BTANDAND ronM No. 64 ADnproved For Release 2003786 | 


hes m4 
HOH 88 Chetan 
Office Men2wrandum e UNITED STATES GOVERNMENT 


Se ee ie) beg noe ek ee eT ee ee ea eee ee Ne ee ee el ee eee eee 


TO : 
FROM 


SUBJECT: 


ILLEGIB 


Advisor for ifanarement DATE: § June 1081 


Chief, Adminictretive Services 


CTA Procedural Manual 


1. In accordance with your momorandin of 21 May 1951, 
forwarded herewith are drafts of procedure regulations to be 
included under the Series of the CIA Regulation wanual, 
The[_] Series of the Regulations have been rewritten at the 
Sane time to eliminate the procedures presently included there- 
ine 


2. The Transportation and General Services procedures are 
still in process and will be forwarded'as soon as they are 
Completed, 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO 


o 


Acting Chief, Organization & iethods Service DATE: 10 Maret Loc? 


FROM 


Acting Assistant ULrector, 
Research and Reports 
SUBJECT: Services /vailable from the Olfice of kesearel and Reports 
Riintisuciss Proposed CLA Repulation ool _| 20 lebruary 1952 25X1A 


Memorandum trom Actbine Chief, 0 & M Service 


ib is expected that most contacts willl be informal and personale 
or establishine new contacts, however, and as a venerall culcde, the 
followine dist of services with the designation of the resporusible 
ON? unit ds furnished: 


ie Intellipence support in reneral and inwormation on Resear): 
“and Leports pulilications -- Reports Divisione 


ve Support for sational estimates aad tor the Heonanic Imtelli- 


sence GCoimlthes -- Office of tae Assistant virector. 


Be iivaluations and coordination of requirements -- NReanlrenents 
aad Control sAvisdion. 


lh. Garbtorranhie and ppaphic support -- Cartorraghy Branch, 
ceocraghle Uivision. 


(Requests for the compilation, draftins and reproduction of 
» Hew maps Lor inelusion in reports: and for obher purposes and 
requirements for prapirie supoort, involvine the desien and 
execution of charts and other visual. aids, are fulfilled ba 
this Branch. Requests may be submitted by memorandum or in 
person.) 


pe ilap reference services -=- jlap Library Branch, Ceorraphic 
Division. 


- (ALL requests for reference nape obtainable from foreign and 
E domestic sources, includine the several US nap producing 
agencies, should be directed to this Rranch. information on 
foreign place name locutions is also provided. Ueanests may 
be subuitted by memorandum, by telephone (ext, or by STAT 
calling rs qiine reference desk in the Washington 


-) 


25X1A 


25X1A s/adfork {eat 


Distribution: 
Orig and 1 ~ Addressee 2 - S/Ad/ORR 
2 = OAD/ORR 
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20 February 1952 


MEMORANDUM FOR: Assistant Director for Research and Reports 
Assistant Director for Operations 


SUBJECT : Proposed CIA Regulation No.[ | Procedures for 
Using the Facilities and Services of Office of Collection 
and Dissemination. 


i. There is being prepared a CIA Regulation for inclusion in the 
L | series of the CIA Manuel, which will cover certain intelligence 
services evailable to various components of the Agency and outline pro- 
cedures to be followed in obtaining such services. 


2. It is recommended that procedures for utilizing the facilities 
and services of your Offices be included in this Regulation. For your 
guidance in preparing such procedures, there is attached a copy of pro~ 
posed Regulaticn submitted by the Office of Collection and Disseminetion. 


3. Material for inclusion in the proposed Regulation should be 
submitted to this Office no later than 10 March 1952. 


salam = (6) ; Service 
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18 December 1951 


MEMORANDUM FOR: Each Assistant Director 


SUBJECT: Examination of Intelligence Publications 


1. In order to provide more systematic handling of the initiation of 
new intelligence publications in the Agency, the Assistant Director for 
Intelligence Coordination has been assigned the responsibility for insuring 
that: 


a. The publication of information contained in the issuance is 
within the functional cognizance of CIA and the originating Office. 


b. The publication is properly coordinated and integrated with 
other intelligence publications issued by both CIA and other in- 
telligence agencies. 


c. The requirements of intelligence consumers are most efficiently 
and economically satisfied. 


2. In discharging this responsibility the AD/IC will consult with both 
producers of the publication and end-users on the substantive aspects of the 
publication in question and with the Advisor for Management on functional 
and other administrative aspects. He will also insure that the interests 
of this Agency and other agencies’ are reconciled. 


3. In the event of disagreement the AD/IC will refer the problem, fully 
documented, to the DDCI for decision. 


4, AD/IC will be responsible for conducting periodic review of existing 
intelligence publications with the parties concerned and report semi-annually 
to the DCI on the status of the Agency's intelligence publications. 


Deputy Director of Central Intelligence 


SECRET 
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Assistant Director for Intelligence Coordination 
Chief, 0 & M Service 
Intelligence Publications 
REFERENCE: Memorandum dated 6 March 1952 from the Deputy Directov 
(Intelligence) to the Assistant Directors for National 


Estimates, Research and Reports, Selentific Intelligence, 
Current Intelligence and Collection and Dissemination. 


1. The referenced memorandum, together with categories of In« 
telligence Publications listed in TAB A, contain information which 
might well be incorporated in the CIA Manual. A new regulation 
entitled "Intelligence Publications" for inclusion in the [] series 25X1A 
is suggested. 


2. If you concur in this suggestion, your assistance in 
preparing such a Regulation will be appreciated. 


3. Will you please return the attachments, together with 
any comments or suggestions you may wish to make, by 2 April 1952. 


W. L. PEEL 


ATICHS. 


| 
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103 January 1952 


MuMORASNDUM FOR: ALL Holders of the CIA Manual 


SUBJECT: Procedures for Inclusion in the CIA Manual. 


1. The attached CIA Regulations constitute the initial 
icsuances for inclusion in the procedural section, series, 25X1A 
of the CIA Manual. 


2. For the convenience of 011 Menual users, the procedures 
ave numbered within the [__]series to correspond to the Agency 
kegulations from which they derive. 


25X1A 


3. As additional procedures are developed and approved 
tur publication they will be disseminated to holders of CIA 
Manuels. 


WALTER REID WOLF 
Deputy Director 
(Adwinistration) 


Attehs; 10 Regulations 


SECRET 
Security Information 


_ Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5 


SECRET 
Security Information 


29X1A CENTRAL, INTELLIGENCE AGENCY REGULATION nue [id 
7 April 1952 
25X1A 
[_] PROJECT REVIEW COMMITTEE PROCEDURES 
25X1A A. The following procedures will govern the preparation, submission, and process~ 
ing of projects submitted to the Project Review Committee (CIA R lation 
(1) The sponsoring office will: 
25X1A (a) Determine whether Project Review Committee action is required by 
; CIA Regulation Nof | In case of doubt, consult the Comptroller. 
(b) Obtain approval in principle from the appropriate Deputy Director 
and permission to #emedmie submit the project to the Project Review 
Comnittee. 
25X1A (c) 


in staff study form (CIA Regulation No. 


Prepare the project for presentation to the alr Review Committee 


(1) The following points, as appropriate, and such other informa 


tion 


as any particular project may demand should be covered 


» @elther ini the staff study proper or supporting annexes: 


(a) 


Description of the project and its purpose. Is the pro= 
ject a new one or an augmentation or redirection of an 
old project? Timing for implementation and completion 
with phasing indicated. 


Nature and extent of policy and program approval relied 
upon as authorization for the detailed action proposed 
in the project, 


If prior policy and program approval has not been estabe 
lished, what policy and program objective, if any, will 
be established by approval of this project? 


Congressional implications, if any, and action recommend= 
ed with regard thereto, 


Administrative and operational support requirements, such 
as personnel, facilities, cover, communications, techni- 
cal services, money, etc., indicating quantities, dates 
required, and phasing. 


Support requirements of other Government agencies and are 
rangements made for coordination with or support by such 


a, Pe 


SECRET 
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| 
| 25X1A CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER | | 


7 April 1952 


agencies if the project is approved. Commitments involv 
ing transfer of funds to another agency must not be made 
until the project is finally approved by competent au< 
thority. 


As an alternative to (e) or (f), why operational or admin- 
istrative support has not been planned. Recommendations 
with regard thereto. Normally, projects should be submit- 
ted without such plans only when, in the opinion of the 
appropriate Deputy Director, it is desirable to obtain 
Committee approval in principle prior to undertaking staff 
work to develop detailed plans. In such cases, if the 
project is approved in principle, it shall again be re~ 
viewed by the Commmittee when proper support plans have 
been developed, unless otherwise specified in the project 
approval, 


~~ 
ka 
ee 


(h) Total cost, phased by fiscal year if appropriate, and 
whether use of vouchered or wvouchered funds is recom 
mended, Estimates should be supported by detailed costs 
to include, as appropriate: 


le Personnel, 


2- items and services to be procured through facilities 
other than Government agencies. 


3. Items to be procured from or through other Government 
agencies. 


h. Acquisition or rental of real estate and construction 
of facilities. 


5. Other expenses, 


6. Where possible, other liabilities which may be in- 
curred now or in the future. 


(d) Obtain the concurrence or comment of other offices which will have 
any responsibility for implementation or support of the project if 
it is approved, including, where appropriate, the General Counsel, 
Assistant Deputy Director (Administration) -Enspeetion-and Securi=- 
ty, and the Comptroller, aces 


(e) Submit the original and six copies of the project to the appropriate 
Deputy Director. 


nos 
SECRET 
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25X1A 
CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER | | 


7 April 1952 
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25X1A (2) a Deputy Director, as an individual, member of the Project Review Com- 
mittee, may, under the provisions o qregulation No. Es approve af the 
project if it does not exceed $25,000, in which case he shall forward 
his approval to the Recording Secretary of the Project Review Committee. 
| Projects not approved oy “lh Deputy Director but which he desires to 
have reviewed by the Committee shall also be forwarded to the Recording 
H Secretary. 


(3) When the project has not already been approved by an individual. member 
of the Committee, the Recording Secretary of the Project Review Commite 
tee, after coordinating any additional staff review deemed appropriate, 
shall see that each regular member of the Committee and the Comptroller 
received a copy of the project at least forty-eight hours prior to the 
meeting at which it will be reviewed. He shall also make the necessary 
arrangements for the Project Review Committee meeting and the attend 
ance of appropriate personnel, 


(h) The Project Review Committee will: 


(a) Approve or disapprove g@f the project with appropriate exceptions, 
limitations, etc., if it does not exceed $25,000, or 


(b) Recommend to the Director approval or disapproval of the project 
with appropriate exceptions, limitations, etc., or 


(c) Return to the sponsoring office for modification and resubmission, 


(5) The Recording Secretary of the Project Review Committee will advise the 
sponsoring office and the Comptroller of final action taken on all pro~ 
jects forwarded to him by a Deputy Director. When a project is approved, 
the Recording Secretary shall also give appropriate written notice to 
all Deputy Directors. 


(6) Projects submitted which do not comply with this Regulation will be re~ 
turned to the sponsoring office without action, 


(7) The Comptroller will report to the Project Review Committee any obliga- 
tion of funds without approval of the Director or the Committee which, 
in his opinion, is improper without such approval. He shall also submit 
to the Deputy Director (Administration) a quarterly report showing the 
financial status of projects. 


25X1A FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
f April 1952 
y Di Effective:< 
(Administfation)  Restriaede 
PRe=Precedural-~ 
Jun Memoranda: 2-82 
SECRET | atimborReg] | 25X1 
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Office Memorandum ° UNITED STATES GOVERNMENT 


TO : Assistant Deputy Director (Administration) DATE: 10 August 1951 


FROM : Advisor for Management 


1. Attached hereto are two proposed procedures for the Pro~ 
cedures Manual. You will note, of course, that the Procedures 
Manual numbers duplicate the Agency Regulation number for reference 
purposes. Your decision on this will provide us with a Are for 25X1A 


other similar cases. My question specifically on is: Do 

we need this at all? It would seem to me that the Regulation is 

clear enough and certainly there is no harm in not including a pro- 

cedure in the Manual if it is well understood in the Regulation. 

Further, I think tha is a typical exception of one that 25X1A 
we are not writing on a clerical level, and of course, the basic 

premise of the Procedures Manual is that primarily it is written 

for the use of the working levels of the Agency. 


2. Regulation [__|showing a model, would be helpful to 25X1A 
every echelon. It is now published by Notice[___] We think. it 25X1A 
is a simple example of a good procedure which shovld be included, 
as it helps the senior employee and tells the lowest working echelon 
how to prepare the staff study that the boss is dictating. 


| 25X1A 


2 Attach. 


RA HE Ars a ns 
1 
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ANTRAL INTELLIGENCE AGENCY REGULATION NUMBER | | 25X1A 


 25xX1A 


[_} 


PRESENTATION OF PROJECTS FOR PROJECT REVIEW COMMITTEE ACTION 
(Regulation[__]|Paragraph F) 25X1A 


A. 


D. 


Initial action by sponsoring Offices. 


(1) Determine whether PRC action is required by Regulation |__| 25X1A 

(2) In case of doubt, consult the Comptroller. 

(3) If PRC action is required, Office head will arrange for preliminary 
consultation with appropriate Deputy Director, 


Preliminary action by Deputy Director 


(1) Provide preliminery determination of propriety and desirability 
of proposed project, , 


(2) Inform sponsoring Office head of this determination. 
Further action by sponsoring Office 
(1) Complete initial staff work and documentation to inelude: 


(a) Project description and purpose. 

(>) Neture (new, augmentation, redirection, etc.) 

(c) Timing for implementation and completion. 

ta Operational support requirements (OAD, R & D, Commo, Tng.) 

e) Administrative support requirements (Personnel, Facilities, 
Equipment and Supplies, Services, etc.) 

(f) Type of funds (vouchered or unvouchered). 

(g) Estimated cost, by fiscal year and phased if appropriate. 

(h) Outside agency support requirements, if any. 

(1) Intra-agency coordination, if necessary. 


(2) Review and action by Office head. 
(3) Refer to Project Review Committee. 
Action by Project Review Committee 


(1) Provide for staff review (to be coordinated by Executive Assistant 
to Director) to determine practicability, to include; 


. Availability of funds. 

b) I &8 advice if appropriate. 

(c) Legal advice 1£ appropriate, 

(a4) Congressional implication, if any, and action required. 

(e) Any necessary arrangements for coordination with or support by 
othex agencies, 

) Any necessary internal coordination. 
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ATRAL INTELLIGENCE AGENCY REGULATION NUMBER 25X1A 


(g). Deternination of capability of following support echelons to 
provide adequate and timely support, and recommendation for 
additional means if necessary: 


(1) Eech Administrative Office involved. 
te Training. 
3) Communications. 
+ Operational Aids. 
Research and Nevelopment, 


(nh) Determination of capability of sponsoring Office to carry 
out the project operationally, and recommendation for 
additional means if necessary, 


(2 Committee review and action on project. 

3) Instruct sponsoring Office to initiate action if project is 
approved. 

(4) Instruct Comptroller to report quarterly to the Committee the 
atatus and progress of the project. 


Action by Sponsoring Office After Approval 

(1) Implement the project, upon receipt of approval, in accordance 
with presently established procedures for revision of tables of 
organization, personnel procurement, procurement of equipment 
and supplies, and provision of administrative services as 
authorized for the project. 

Action Charged to Comptroller 

(1) The Comptroller is charged with reporting to the Project Review 


Committee any project initiated without prior PRC action when, in 
his opinion, prior PRC review would be desirable. 
/ 


wD 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5 


25X1A 
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5 


Next 2 Page(s) In Document Exempt 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130023-5 


RESTRICTED 
Security Information 


25 January 1952 


MEMORANDUM FOR: A11 Holders of the CIA Regulations 


SObIECT > Revision of CIA Regulation Number [ 


1. The Director has re-emphasized his desire that 
action papers be prepared in the form of a staff study. 


2. The attached revision of CIA Regulation 
dated 12 January 1652 will be followed ip ell future 
steff studies. 


ei RE WOLL 
Deputy Director 
(Adminis tre tion) 


RESTRICTED 
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25X1A 


Advisor for Management 


Rogulationa [J 


Le. Attached hereto are two proposed procedures for the Pro~ 
cedures Manual. You will note, of cow ie, that the Procedures 
Manual numbers duplicate the Agency Regulation number for reference 
purposes, Your cecisicn on this will provide us with 4 guide for 
other similar cases. iy question specificully on [[ Jig: Do 
we need this at all? It would seem to ne that the Regulation is 
clear enough and certainly there is no harm in not ineluding a pro= 
cedure. in the Mumual if it is well undsrstcod in the Regulation. 
Further, i think thal] is a typical execption of one that 
wa are not writing on a clerical level, and of course, the basic 
premise of. the Procedures Manual is that primarily it is written 
for the use of the working levels of the Agency. 


Qe. Regulation [showing a model, wowld be helpful to 
every echelon. Jt is now published by Notice [he We think. it 
is a simple example of a Good procedure witich should be included, 
ag it helps the senior empleyee and tells the Lowest working echelon 
how to prepare the staff study that the boss is dictating. 


| 


2 Abbach. 
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MEMORANDUM FOR: All Assistant Directors 
All Staff Chiefs 


SUBJECT : Secrecy and Security Agreements 


1. Secrecy Agreements", "Security Agreements" and similar 
agreements are the concern of the Assistant Deputy/I&s. It has been 
noticed that some offices are independently drawing up such agree~ 
ments without the approval or knowledge of the CTA Security Officer, 
This practice has resulted in confusion and some duplication of effort. 
Therefore, in order to better control these security agreements, to 
maintain a complete file of security agreement forms and to assure 
appropriate legal and security guidance, the attached regulations 
are proposed. 


2e Your comments or concurrence is requested. 


25X1A 


onel, GS 
Att: (2) mee 
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SEGURITY INFORMATION 


el November 1951 


MEMORANDUM FOR: Mr. [ 25X1A 


SUBJECT: pecrecy and Security Agreements 


My concurrence on the attached paper is with the follow- 
ing comment: I believe that parasraph d. as revised below 
would not only make this regulation more palatable in the 
Agency but would also result in a more effective handling of 
such asreenents 


The Assistant Deputy (Inspection and Security) will 
coordinate with the General Counsel whenever necessary. 
He will after consultation with the requestiny office, 
as necessary, approve, disapprove, cr modify the proposed 
acreement. 


25X1A 


J. MES 0 “ye REBER 
Asgistant Director 
Nutetlipence Coordination 
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CENTRAL INTMLLLGENCE AGENCY REGULATION ee | 


-25X1A [| PERSONNEL INFORMATION FILES (See CIA Regulation No.[_ | ern 


A. 


The following procedures are established for changes and additions to 
Personnel Information Filles: 


(1) Designated personnel will withdraw from the Office Personnel 
Information File those cards affected by a chanyve, after which 
the type of change, reporting date, item(s) affected by the 
change, and an indication as to whether the employee is to be 
included in the telephone directory will be entered after the 
appropriate headings on the card. Prepare a new card for each 
new employee, including appointments and transfers. 


(2) The "remarks" portion of the Personnel Information Card will be 
used primarily to explain the following actions: 


(a) Name Change: Briefly explain the reason for this type 
of change. 


(0) Transferees within or between offices, including trans- 
ferees from vouchered to unvouchered funds; Enter the 
Office to which the employee is transferred and date the 
employee is physically transferred. 


(c) Resignations: Enter "Resigned." 


The Machine Records Branch, upon the receipt of Personnel Information Cards 
will, when appropriate, process new cards, forward them to appropriate 
Offices, and notify all components of the agency of changes with which 


kh . 
vwnicy arc concer . 


25X1A 


eputy Director Effective: 
(Administfation) 


CONFIDENTIAL 
Security Information 


ae 
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29 February 1952 
MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT ; Proposed Revision of CIA Regulation No. [ 
Time and Attendance Reports 


lL. The only change in the attached revision of CIA Regulution 
No.[ sj in paragraph A (2), which has been revised to specify 
that Time and Attendance reports will be collected by the regular 
courler service from the regularly scheduled collection point in each 


Office. 
2. As presently worded some Offices have been under the im- 
pression that special couriers would be provided to pick up the Time 


and Attendance reports. Responsibilities of Administrative Officers 
as stated in paragraph C remain unchanged. 


3. This revision was requested by the Chief, Administrative 
Service and has the concurrence of the Fiscal Division, Finance 
Office. No other coordination has been effected, 


4, Recommend approval. 


W. L. Peel 
Chief, General Services 


Attch. 
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER | | 


25X1A f= TIME AND ATTENDANCE REPORTS 


A. 


In order to expedite the transmission of Time and Attendance Reports 
(Form No. 34-42, August 1951) to the Fiscal Division, Payroll Branch, 
which is necessary to assure prompt delivery of pay checks, the followin 
procedures are placed into effect: 


(1) Administrative Officers will assemble Time and Attendance Reports 
for the previous pay period prior to 1400 hours the first normal 
work day of each pay period. 


(2) The Administrative Service Office courier system (as for check de- 
livery) will be used to collect the Time and Attendance Reports from 
[each Office registry, or other regularly scheduled point of collection, / 
for delivery to the Fiscal Division, Payroll Branch prior to 1600 hours, 
the first normal workday of each pay period. 


(3) The block entitled "Telephone", on Form No. 34-42 need not be filled 
in. However, each Office shall report the name and telephone number 
of the senior Time and Attendance Clerk for each of its allotment 
accounts to the Fiscal Division, Payroll Branch. 


(4) It is not necessary for an employee to initial his Time and Attendance 
Report for overtime or holiday time worked. 


Delays in submitting Time and Attendance Reports may be avoided by having 
employees initial them prior to taking or immediately upon returning to 
duty from leave. 


This procedure is intended to provide courier service for the pick-up of 
Time and Attendance Reports. However, if the reports have not been picked 
up or made available to a courier by 1400 hours, it will be the responsi- 
bility of the Administrative Officer concerned to immediately utilize other 
means for delivering Time and Attendance Reports to the Fiscal Division, 
Payroll Branch. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Deputy Director Effective; 
(Administration) Rescind : Page 1 of| 
29 December 1951 
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Office Memorandum - 


TO : Chief, Organization and Methods Service DATE: 25 Vebruary 1952 25X1A 


yo fivadt 


UNITED STATES GOV 


FROM : Chief, Administrative Service 


SUBJECT: Revision of CIA Regulation [ 25X1A 


1. It is proposed that the following revision be mde 
in Paragraph A (2) of CIA Regulation 25X1A 
"The Administrative Services Office courier 
system (as for check delivery) will be used 
to collect the Time and Attendance Reports 
from /each office 'registry,' or other 
regularly scheduled point of collection, / for 
delivery to the Mescal Division, Payroll 
Branch prior to 1600 hours, the first normal 
work day of each pay period," 


2 The purpose of this revision is to specify that Time 
and Attendance Reports will be collected by the regular courier 
service from each office registry or scheduled point of collection, 
end not by special couriers, Recent experiences indicate that 
some offices do not understand this procedure, 


25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 
NO, February 1952 


SUBJECT: Clarification of Procedure 


1. Reference is made to CIA Regulation ae! dated 


29 December 1951, 25X1A 


2. Paragraph A (2) thereof is restated as follows: 


ai | "The Administrative Services Office Courier 
System (as for check delivery) will be used to 
collect the Time and Attendance Keports from /feach 
office 'registry,' or other regularly scheduled 
point of collection,}for delivery to the Fiscal 
Division, Payroll Branch, prior to 1600 hours, 
the first normal work day of each pay period." 
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25X1A = PIMs AND ADTENDANCE REPORTS 


i. 


In order to expedite the transmission of Time and Attendance Reports 
(orm Ne. 34-42, August 1951) to the Fiscal Division, Payroll branch, 
which is necessary to assure prompt delivery of pay checks, the 
following procedures are placed into effect: 


(1) Administrative officers will assenble Time and Attendance Reports 
for the previous pay period prior to L400 hours the first normal. 
work day of each pay period. 


(2) The Administrative services Office courier system (as for check 
delivery) will be used to obtain the Time and attendance kKeports 
from each Administrative officer for delivery to the Fiscal. Division, 

Payroll Branch prior to 1600 hours, the first normal workday of each 
pay period. 


(3) The block entitled "Telephone", on Form No. 34-42 need not be filled 
in. owever, each Office shall report the name and telephone number 
of the senior Time and Attendance Clerk for each of its allotment 
accounts to the Fiscal Division, Payroll Branch. 


(4) It is not necessary for an employee to initial his Time and Attendance 
Report for overtime or holiday time worked. 


Delays in submitting Time and Attendance Reports may be avoided by having 
employees initial them prior to taking or immediately upon returning to 
duty from leave. 


This procedure is intended to provide courier service for the pick-up of 

Time and Attendance Reports. However, if the reports have not been picked 

up or made available to 4 courier by 1400 hours, it will be the responsibility 
of the paministrative officer concerned to immediately utilize other means 
for delivering Time and Attendance Reports to the Fiscal Division, Payroll 


Branch. 
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li February 1952 


MEMORANDUM FOR: Acting Deputy Director (Administration) 


SUBJECT : Proposed Regulation No.[ | Protection 
and Utilization of Government Property. 


The attached regulation was proposed by Mr. Garrison 
as a Notice. However, as the situation and philosophy con- 
tained therein is likely to be a continuing policy of the 
Agency, I suggest . at it be issued as a Regulation in the 
[_]Series of the ClA Manual. Mr. Garrison has agreed 
orally to this type of publication. 


25X1A 


W. L. PEEL 
Chief, General Services 


Attch. 
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a7 Februat 14sa 


ANTRAL INTELLIGENCE AGENCY REGULATION 


| 25X1A [ PROTECTION AND UTILIZATION OF GOVERNMENT PROPERTY. 


A.’ In order to minimize losses resulting from damage to Government property and 
to effect adequate utilization of such property, supervisory personnel will 
ensure that: 


(1) Office machines are used only on proper stands or the typing pedestal 
of a typist desk. They should not be placed on top of filing cabinets 
or on the floor where they may be easily damaged. 


(2) Care is exercised to prevent damage in the movement of office machines 
and other property from one location to another. 


(3) Defective furniture and equipment is promptly reported to the Pro- 
curement and Supply Office, Supply Division, [sin order that 25X1 
repair or replacement may be effected. 


(4) Office machines are kept covered when not in use to prevent damage by 
accumulation of dust and other abrasives. Additional covers may be 
requisitioned from stock. 


(5) Machines and other items of equipment in excess of needs are reported 
to the appropriate Building Supply Officer. 


| B. (1) Requests for executive furnishings will be forwarded to the Chief, Supply 
Division, Procurement and Supply Office, for approval before issuance. 
: When available, executive furnishings will be supplied to: 


(a) Assistant Directors, Office heads and their immediate staffs, 
grade GS-15 or above. 


(b) Employees who are classified as GS-15 or above, but not falling 
within the above category, may be issued executive type furnishings 
upon the written request of the Office head concerned. 


(c) Secretarial staffs supporting individuals within the above cate- 
gories. 


(2) Assistant Directors and Office heads will take necessary action to: 


(a) Ensure proper utilization and distribution of executive type 
furnishings within their jurisdiction. 


(bo) Effect replacement with Class "C" furnishings of all executive 
furnishings whenever it is found that such executive furnishings 
j are being utilized by employees other than those specified in 
paragraph B (1) (a), (b), (¢), above. 


C. Items of office furniture and equipment will be replaced only when it is 
determined that such replacement is essential for the efficient and economical 
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER | | 
a? Sane 5 2 


f the functions of the Agency and when it is determined that 


performance o 
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satisfactory repair cannot be accomp 


urveys to determine that Govern~ 


D. The Procurement Office will conduct periodic 8s 
is being properly utilized and 


ment property, ineluding executive furnishings, 
adequately protected. 
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